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Welcome to EchoSign!

Before you begin using your EchoSign account, we've got some suggested steps to getting your account
setup and customized for your company's use. The purpose of this guide is to get you up and running with
branding, security settings, users and templates.

This guide is outlined in such a way that as you move through the “chapters”, you'll cover all of the
important features and settings. By the end, your account will be up and ready to go. Keep in mind, there
are plenty of other options and settings to explore that aren't covered in this guide. Our knowledge base is
an excellent resource for getting information on the other settings that can be found in EchoSign.

Now sit back, login and let's get you eSigning!
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Account Setup

This section will go over the suggested steps for initially setting up your account.

External Archive

Like backing up your computer or phone, it's a good idea to keep copies of your signed agreements.
Instead of downloading the agreements one by one from the Manage page, the External Archive can send
a copy of signed agreements to an alternate email address, an Evernote account or a Box account.

How to set it up
As admin, go to the Account page and click on External Archive on the left hand side of the page.

- EchoSign
r“ Document Exchange New!  Get Help
Adobe

Home Send Manage Reports | Account Hogarth Skjeggestad ~

‘ /Eﬂﬁm an EchoSign Global account. Buy More Users.

Personal Preferences

External Archive Settings

Signature Prefergpces Send an extra copy of every signed agreement to these email addresses

Account Shating

(Enter one or more email addresses, separated by commuas)
Users & firoups

You may archive a copy of every signed agreement to any one of the services below:

Account Settings

Boxcom ellows people and companie: nd share their content fro
instructions on how to archive

ywhere. For detailed
account dick here

Globalfpettings into a folder in your Boxc

Accourt Setup

Logo Upload g
ReportfSettings h

Security Settings

Send Sfttings

Message Templates
Signer Messaging

SAMIaBettings

External Archive

Google Integration
Update Billing Info

To have copies of your account’s agreements send to an alternate email address, enter that email
address into the Send an extra copy... field and click the Save Changes button.

Send an extra copy of every signed agreement to these email addresses

Ihuga|th5kjeggestadﬁrchil.re@gmail.ccm I

{Enier one or more email oddresses, separated by commas)
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To have a copy sent to either Evernote or Box, click the corresponding click here link and specific
instructions will pop-up in a new window.

detailed instructions on how to archive EchoSign contracts into a folder in your Box.com

l Box.com allows people and companies to access and share their content from anywhere. For

Evernote allows you to save documnents and notes and find them all on any computer, phone,
or device you use. For detailed instructions on how to archive EchoSign contracts into your
Evernote accounq click here|
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Branding your account

Upload your logo

Adding your company logo is the basic way to customize EchoSign for the users in your account,
and your signers.

Logos can be set per group, however this setting is not exposed through the admin settings. As admin,
visit https://www.echosign.adobe.com/en/support.html and open a ticket including the image and
name of the group and the Support team can set it for you.

Go to the Account page and click on Account Settings then Logo Upload.

m F‘rhnfu‘m‘ B New!  Get Help
Account

adhave an EchoSign Global account. Buy More Users .

Home Send Manage Reports Hogarth Skjeggestad ~

[

Personal Preferences

Signature Preferenga

Update Billing Info

On the upload page, click the Choose File button and navigate to the image you want to use. Keep
in mind, images of the stated dimensions (60 pixels tall and 200 pixels wide) work the best. Once
you've chosen an image click the Preview button.

Upload your logoe:

Logo: WGV olobalcorpESLogojpg
Preview

Your logo will be shown as it will appear to your users and signers. If you like how it looks, click the
Perfect button.

to 200
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Preview your logo:

=Uuul Adobe’ EchoSign

Perfect — Make This My Logo

| don't like it — let me try a different file.

glnhﬂl Powered by
-

Add email header and footer images
Uploading custom header and footer images provide an additional level of customization. The

images can provide additional information about your company or just help identify who the
agreement is from.

Email header and footer images can be set per group, however this setting is not exposed through
the admin settings. As admin, visit https://www.echosign.adobe.com/en/support.html and open a
ticket including the images and name of the group and the Support team can set it for you.

To add or change these, go to the Account page and click on Email Settings then Header & Footer
Images. By default, the EchoSign header image is in place.

M EchoSign New!  Get Help
Document Exchange
Home Send Manage Reports Hogarth Skjeggestad ~

| Ya%an EchoSign Global account. Buy Mare Users.

Personal Preferences
phefd your email header and footer images:

Signature Preferences
Default headerimage currently in use:

Account Sharing
d EchoSign
Users & Group m Document Exchange

Account Jettings

Accourft Languages Upload & new image

Email Settings

No footer image currently in use

B e Upload & new image

Header & Footer Images

EchoSign API

Click on Upload a new image for either the header and/or footer, and navigate to the image on
your system. The suggested dimensions (600 pixels in width and 200 pixels in height) work best.
Once you've chosen an image, click the Preview New Email Images button.
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EchoSign. et
Document Exchange Ney Get Help
(™

Home Send Manage Reports Account Hogarth Skjeggestad

| You have an EchoSign Global account Buy More Users .

Personal Preferences
Upload your email header and footer images:
Signature Preferences
Default header image currently in use:
Account Sharing
EchoSign.
I o

ment Exchange

Users & Groups

Account Settings. Send. Sign. Done..,

Account Languages I S T

You may upload an imege up to 600 pixels wide anc 200 pixels high in PG, GIF, or PNG format Cancel

Email Settings

Email Settings
+ Header & Footer Images

Nofooter image currentlyin use

EchoSign API Upload s new image

2g¢ up to 600 poxels wide 2nd 200 pixels high in PG, GF,

or PNG format Cancel

Your header and footer images will be shown as they will appear in email messages associated
with your account. If you like how they look, click the Perfect button.

Preview your email header and footer images:

Header logo:

ninhal

a‘-b”“l-

Footer logo:

ey el VLo Ty U = T Tl | don't like it — et me try a different file.

Company name and URL hostname
In this brief section you will set the company name for your account and a hostname. These may

seem basic, but they will further you to personalize your account.

Go to the Account page and click on Account Settings then Account Setup.
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EchoSign Mew!  GetHelp
Document Exchange

Home Send Manage Reports Hogarth Skjeggestad
| )Aean EchaSign Global account. Buy More Users .

Personal Preferences

Step 1: Account Information
'We need some basic information in order to configure your EchoSign account

Company Name:

You ma <t a personalized hostname for your EchoSign installation.

Hostname:

Save Changes |

Step 2: Upload Logo

.echosignstage.com

Logo Upload

M

The company name you enter into this field will be displayed in all email correspondence from
EchoSign. This is also automatically populated into Company Name fields for your users when they
need to sign a document.

Company Name: | |00 thskjegmestad '

Setting the hostname for your account changes the URL your users login to and the URL where
agreements are hosted for your signers.

Hostname: hogarthshelms .echosignstage.com l

The result is a customized URL with your hostname.

https://hogarthshelms.echosig.com/public/home
T
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Security Settings

Account, user and document security is EchoSign's number one concern. This is why we provide a number
of security options at the account level. We suggest reviewing the settings in this section and decide which

will work the best for your use case.

User Security
Account - Account Settings - Security Settings

If your company has a federated login solution, EchoSign does provide SAML 2 options for user

authentication. For more information, contact your Account Manager or the Support team.

Login Password Policy

The options under Login Password Policy set whether users should be required to change
their password after a number of months, whether a previous password can be used as
their new password and how many login attempts can be made before their userID is

locked.

Security Settings

Login Password Policy

Login Password Strength

This setting allows you to adjust the strength or difficulty of the password set by users in

your account.

Login Password Strength

#) Standard - At leazt & characters

T et e it o PR T e A
IM - AL 18351/ Cnaradiers, must include

Single Sign-on Settings

You can either allow or deny users in your account to login using their credentials from

other web services.
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single Sign-on Seftings

Allow users in your account to sign into EchaSign using usernarmes and pa

zzwords from other web zenvices
¥ Adobe ID

¥ OpenlDincluding Grail, Google Accounts, Google Apps

Allowed IP Ranges

This option will allow you to block your users from logging in when the request is coming
from the entered IP addresses.

Allowed IF Ranges

[C] Prevent users from legging in to the systern fram an P address not listed below

Account Sharing

You can enable or disable user's ability to share their accounts. Since account shares can
be accepted by anyone with an email address, this helps keep that user's agreements
secure. If you would like sharing enabled, you can set who account shares can be initiated
by.

Account Sharing

[ Allow account sharing

Account sharing can be initiated by
0 A user asking to view another user's account

) A user asking to allow another uzer to view their account
® Both

Signer Identity Verification

If your users will be signing documents, this option will require them to login before they

can sign. This ensures the individual signing is either the user or someone with the user’s
credentials.

Signer Identity Verification

[] Require signers in my account to log in to EchoSign before signing
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Transaction Security
Account - Account Settings - Security Settings

PDF Encryption Type

This setting defines the type of encryption applied to the document once it has been sent
through EchoSign. This encryption ensures the document can be opened but cannot be
edited. Each version of the encryption is compatible with different versions of Acrobat. The
default option (128-bit RC4) is chosen to ensure the signed document can be opened on
most systems.

FDF Encryption Type

40-bit RC4 - Compatible with Acrebat 3.0 and later
® 128-bit RC4 - Compatible with Acrobat 5.0 and later,

—

128-bit AES - Compatible with Acrobat 7.0 and later

) 258-bit AES - Compatible with Acrobat X and later.

Agreement Signing Password

This option controls the “Verify signer identity - Signing password" option on the Send
page. This limit dictates how many attempts the signer has to enter the correct password
to access the document to sign. Once this limit is exceeded the agreement is canceled.

Agreement Signing Password

Apply 2 password policy when protecting document signing or viewing

I Allow signer |5 attempts to enter the agreement password before cancelling the agreement

Agreement Signing Password Strength

This setting allows you to adjust the strength or difficulty of the password signers need to
enter to access the agreement sent to them.

Agreement Signing Password Strength
# Mone - Any password is allowed
Standard - At least 6 characters

Mediurn - At l=ast 7 characters, must include upper case or number

Strong - At least 8 characters, must include lower case, upper cas2 and numbers
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This option controls the “Verify signer identity - Knowledge based authentication” option
on the Send page. This limit dictates how many attempts the signer has to pass the KBA to
access the document to sign. Once the limit is exceeded the agreement is canceled. The
difficulty of the KBA is also set here.

Knowledge Based Authentication

Account - Account Settings - Send Settings

This setting allows, forces or denies users the ability to set a signed document password on
an agreement they send.

This layer of security requires a predetermined password to open the signed copy of an
agreement. This password must be passed to the signer separate from the transaction and
if this password is lost or forgotten, it cannot be recovered.

Signed Document Password Protection

Various methods of signer verification can be enabled for your users, with this setting.
These methods will be on the Send page under the “Verify signer identity” option.

o Signing password - Requires the signer to enter a predetermined password to
sign the document. The password must be passed to the signer separate from the
transaction. If this password is lost or forgotten, it cannot be recovered.

¢ Knowledge based authentication - Requires the signer to enter their Social
Security Number and random identity questions will be generated by a third party
provider.

e Web identity - Requires signer to authenticate with one of the following services:
Facebook, LinkedIn, Google, Twitter, Yahoo!, or Windows Live ID.
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Send Options per Recipient

[ Allow senders to set signer identity verification options per recipient
Enabled Signer Identity Verification Methods

[# Signing passwaord

[ Knowledge bazed authentication{up to 20 agreements per month)

[# Social identity

By default, use the following signer identity verification method

Choosing one of these methods will make it checked by default on the Send page. Only
one of the options can be chosen.

By Default, Use the Following Signer Identity Verification Method:

|| Signing passwerd
| Knowledge based authentication

| Sodal identity

Sender settings

When choosing a default signer identity verification method, this option either allows or
denies users to change the method chosen.

Sender settings

#| Allow senders to set signer identity verification settings per docurment

Signer Identity Verification for Signers in My Account

Checking this setting allows users to set a different method of verification when sending
agreements to signers that are in your account. The same methods for external signers are
provided for signers in your account. A default method can be set, as well as the ability to
allow or deny users to change this default method.
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Signer Identity Verification for Signers in My Account

Allow using different Signer |dentity Verification settings for signers in my account

Enabled Signer Identity Verification Methods
¥ Signing password
¥ Knowledge based authentication{up to 20 agreernents per month)
¥ Social identity
By Default, Use the Following Signer Identity Verification Method:
[ Signing passwerd
[J Knowledge based authentication

[ Social identity

Sender settings

#| Allow senders to set signer identity verification settings per document
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Users and Groups

Users

Users are generally added to an account because they will either be sending out agreements or be group or
account level admins. Users that will be signing agreements do not need to be added, unless you want to
control their ability to sign with account level settings.

How to Create a User
To get started you need to go to the Account page and click on Users & Groups then View All

Users.

b Mew!  Get Help
Document Exchange

Home Send Manage Reports |Account Hogarth Skjeggestad ~
| /mvean EchoSign Global account. Buy More Users .

Personal Preferences

You have 1 active user.Your license allows & maximum of 3 active users.
Signature Prgh€rences Create a new user

Create or update users in bulk

Users in Your Qrgenization |Sea|ch user name and email addres | m

Account$haring

Users & Groups s
PR ¥ Show only active users
Fiter by Neme alslelelelzle|=ilieleimnolplalrls|T]ulvw]x|v|z AL
Create New User
Buy More Users Mame Email Group Status Last Login
View Groups hogarth skjeggestad @gmailcom Default Group ACTIVE Apr282014
{Account Admin) {Group
. Adming
Account Settings

The number active users verses the number of licenses you have available will be displayed at the
top of the page. To create a new user, click on the Create a new user link.

Copyright ©2014 Adobe Systems Incorporated. All Rights Reserved.



EchoSign New!  Get Help
Document Exchange
Home Send Manage Reports Account

Hogarth Skjeggestad ~

| You have an EchoSign Global account. Buy More Users

Personal Preferences

You have 1 active user.Your license allows 2 maximum of 3 active users.

Signature Preferences Create a new user;

Create or update users in bulk
Account Sharing

Users in Your Organization

Ll = tiolns Export user list

|Sea|:h user name and email addres | m

¥ Show only active users
» View All Users
Filer 2y Nes alslclolelelelslilifklcmInfale|alr]s|T]u|v]w]x]|v|z AL
Create New User
Buy More Users Mame Email Group Status Last Login
View Groups hogarth skjeggestad@gmail.com Default Group ACTIVE Apr28204
Account Admin} Group
Admin]
Account Settings

Enter the email address, first name and last name for the user you want to create. Make sure all of
this information is correct, especially the email address. Once the user is created the email address

cannot be changed until the email entered is verified. If there’s an error in the email, it can't be
verified.

Check the View Their Agreements option if you want to setup a share for this user to yours. This
will give you visibility of all of this users agreements.

Once you're done and all of the information is correct, click the Create User button.

i EchoSign
Document Exchange Mew!  Get Help
dube

Home Send Manage Reports Account

Hogarth Skjeggestad ~

‘ You have an EchoSign Global account. Buy More Users.

Personal Preferences
Create New User

Signature Preferences Ernt Al

Account Sharing

Users & Groups

View All Users

First Name

Last Name

User Group | Default Group

v

b Create New User

Buy More Users

View Their Agreements
Create User

View Groups

Account Seftings

You will be taken back to the user list with a message stating the user was sent an email to set their
password. The user you just created may not be in the default list presented. If you don’t see the

user, uncheck the Show only active users option. This will refresh the page and display users in
statuses other than ACTIVE.
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EchoSign

New!  Get Hel
I\D  Cocument Exchange 4
Mabe

Home Send Manage Reports Account Hogarth Skjeggestad ~

‘ You have an EchoSign Global account. Buy Mare Users .

Personal Preferences
You have 2 active users.Your license allows a maximum of 3 active users.

Signature Preferences Create a new user

Create or update users in bulk
Account Sharing

Users in Your Organization

Export user list

Users & Groups Search user name and erpaj

» View All Users

by slalclolelrlelulillklmlnlolelalals|Tlulv|w|x|¥|z &

Create New User
Buy More Users Name Email Group Status. Last Login
View Groups Garth Skjeggestac | hogarth skjeggestad-+1@gmailcom Defsult Group | ACTIVE

Account Seftings

hegarthskjeggestad @gmailcom Default Group ACTIVE Apr282014

Account Languages Admin

Users can be in the following statuses:

PENDING - The user must register their account before logging in. They can register here:
https://secure.echosign.com/public/register

CREATED - The user has been sent an email to set the password for their login. They need
to set their password via the link in the email sent before they can login.

ACTIVE - The user is active and able to login, send and sign agreements. This user does
consume a license.

INACTIVE - The users is unable to login, send or sign documents. This user does not
consume a license.

How to Deactivate/Reactivate a user
Sometimes the need to deactivate a user may arise. The individual could have left the company

and you want to keep that user and related documents secure. As mentioned above, making a user

inactive keeps anyone from logging in, sending or signing documents with that userID. Even if
someone has the login information.

Deactivating

From the account page, click on Users & Groups and View All Users then click on the
email address of the user you want to deactivate.
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Al EchoSign

Document Exchange

‘Adobe

Home Send

New!  GetHelp

Manage Reports Hogarth Skjeggestad +

/mave an EchoSign Global account. Buy More Users .

Personal Preference

Buy More

View Groups

Account Settings

Account Languages

You have 2 active users.Your license allows 2 maximum of 3 active users.
Create & new user

Create or update users in bulk

Users in Your Orgenization ‘ Search user name and emalladdres| m

Export user list ¥ show only active users

Fiter by Name alelcleolelrlalslili]eltmIn]olp|alr]s|T|u|v]w]x|¥]z &L

Email Group Status Last Login

hngarthskjeggestadﬂ@gmailEcmI Default Group ACTIVE Mar 252014

Hogarth hogarthskjeggestad@gmailcom Default Group ACTIVE Apr252014
Skjeggestad {Account Admin) (Group
Admin}

On the User Info page, click on the Deactivate User button.

EchoSign
Document Exchange

Home  Send

Mew!  GetHelp

Manage Reports Account Hogarth Skjeggestad ~

“You have an EchoSign Global account Buy More Users .

Personal Preferences
Signature Preferences
Account Sharing

Users & Groups

View All Users
Create New User
Buy More Users

View Groups

Account Settings
Account Languages
Email Settings

EchoSign API

User Info

Mame: Carth Skjegetad

Email: hogarth skjeggestad+i@gmailcom
Job Title: Support

Company: EchoSign

Password: Valid

Last Login: 03/25/1410:0829 AM

User Settings
User Group: | Defsult Group ¥

an sccount administratar

group administrator

[ User can sign documents

Save Changes @

This page doubles as a confirmation page and an opportunity to have the user’s

documents shared to you. Checking the option on the page will create a view only share
when the user is deactivated. Their agreements will show in the various categories on your

Manage page.
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EchoSign

New!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~

Personal Preferences

Are you sure you want to deactivate Garth Skjeggestad (hogarth skjeggestad+1@gmailcom)?

Signature Preferences Deactivated users will not be able to log in to their EchoSign accounts. They will also not be able to send or sign any
documents. Deactivated users are not counted in regards to the maximum number of sests you can use.

Account Sharing Click hers to view a

Users & Groups

View All Users
Create New User
Buy More Users

View Groups
Account Seftings
Account Languages

Email Settings

EchoSign API

Once you've confirmed and decided to have the account shared or not, click the Yes,
Deactivate button.

EchoSign.

New! GetHelp
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~

Personal Preferences

Are you sure you want to deactivate Garth Skjeggestad (hogarth.skjeggestad+1@gmailcom)?
Signature Preferences Deactivated users will not be able to log in to their EchoSign accounts. They will also not be able to send or sign any
documents Desctivated users are nat counted in regards to the maximum number of seats you can use

Account Sharing Click here to view all the agreements in Garth Skjeggestad's account a

Users & Groups

View All Users
Create New User
Buy More Users

View Groups
Account Settings

Account Languages

Email Settings

EchoSign API

You will return to the User Info page and see that the user now has an INACTIVE status.
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EchoSign New!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad +

‘ You have deactivated the account for Garth Skjeggestad. They will not be able to send or sign documents. ‘

| You have an EchoSign Global account. Buy More Users . |

Personal Preferences

User Info
Signature Preferences MNane Garth Skjsgzsstad
Email: hogarth skjeggestad-+1@gmail com
Account Sharing iz i @
Job Title: Suppart
Users & Groups Company: E
Last Login:
View All Users .
Gremte New ler Status: Reactivate User
Buy More Users
4 User Settings
View Groups
User Group: | Defoult Group ¥
Account Settings User is an account administrator (Only editable for active users)

Usi inistrator (Only editable for active users)

Eroup
Account Languages

s ments (Only editable for active users)
Email Settings User can sign documnents (Enable delegation in order to edit}
| Save Changes | | Reset |
EchoSign API

Reactivating

From the Account page, click on Users & Groups and View All Users. This will get you to
your user list, but by default, the list only shows active users. To view all users for the
account, uncheck the Show only active users option and click on the email address of the
user you want to reactivate.
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EchoSign

New!  Get Help
Document Exchange

Home Send Manage Reports

Accou

Hogarth Skjeggestad ~

You have 1 active user.Your license allows a maximum of 3 active users.
Create a new user

Create or update users in bulk

Users in Your Organization

Search user name and email addres.
T

Export list
abshs (T e
Fiter by Name ETR k[ [m|noleTalRTs[TIOTV [W]x ||z Al
Create New User
Buy More Users hame Email Group Status Last Login
View Groups Garth hogerthskjeggestad +1@gmailcom Default Group | INACTIVE Mar 252014
Skjeggestad
Account Seftings Garth hogarth skjeggestad +2@gmail.com Default Group | CREATED
Skjeggestad
HEa LT Hogarth hogarthskjeggestad@gmail.com Default Group | ACTIVE Aprasana
e Skjezgestad (Aczaunt Admin) (Group
Email Settings Ay
Echosign API New User hogarth skjeggestad+new@gmailcom Default Group | CREATED

You will be taken to the User Info page. Click the Reactivate User button to... reactivate
the user.

Al EchoSign. Mew!  Get Help
Adube

Document Exchange
Home Send Manage Reports Account Hogarth Skjeggestad v

Personal Preferences

UserInfo
Signature Preferences P Garth Skieggestad
Email: hogarth skjeggestad+1 ail.com
Account Sharing gorth shjege @z
Job Title: Support
Users & Groups Company: EchoSign
Last Login: 3/25} K il
View ALl g st Login: 0. 1410:0829 AM
Create New User status: et
Buy More Use
5 User Settings
View Groups ]
User Group: | Defsult Group ¥
Account Settings Uzer iz an account administrator (Only editable for active users)
Uzer is & group administrator (Only editable for active users)
Account Languages
¥ User can send documents (Only editable for active users)
Email Settings User czn sign documents (Enable delegation in order to edit)
EchoSign API

The User Info page will refresh and you'll see the user now has an ACTIVE status.
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Al

When a user is initially deactivated their password is automatically expired for security
purposes. Once they are reactivated the system will automatically send a password reset

email.

EchoSign
Document Exchange

Home Send Manage Reports Account

New!  Get Help

Hogarth Skjeggestad ~

0
| You have reactived the account for Garth Skjeggestad. A change password link has been emailed to them.

| You have an EchoSign Global account. Buy Mare Users.

Personal Preferences

User Info
Signature Preferences T
Account Sharing Emet
Job Title:
Users & Groups Company:
View All Users Password:
Create Mew User Last Login
Buy More Users Status

View Groups

Account Settings

Account Languages

Email Settings

EchoSign API

How to promote a user to admin

Setting up an additional admin for your account is ideal. Not only does this create another user that
has access to the various account settings, but if a problem arises and someone needs to contact
support in your absence, this admin user will have rights to information standard users do not.

Start by going to the Account page and click on Users & Groups and View All Users. Then click on

the email address of the user you want to promote.
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- EchoSign.
= Mew!  Get Hel
Document Exchange e g

Home Send Manage Reports Hogarth Skjeggestad ~

| /mwe an Echosign Global account Buy More Users.

Personal Preferences

You have 2 active users.Your license allows & maximum of 3 active users.
Signature Ppeferences Create a new user

Create or update users in bulk

Export user list

¥ Show enly active users

Accoury Sharing.

Users & Groups
View All Users

Pz oy Name alelelelelelelm]ili|e|eimn]olr|alr]s|T]ulv]w]x|v]z

Group Status Last Login
View Groups Default Group ACTIVE Mar252014
Account Settings Hogarth hogarthskjeggestad@gmailcom Default Group ACTIVE Apr 282014
Skjeggestad {Account Admin (Group
Account Languages Adrmin)
Email Settings
EchoSign API

Then check the options according to the type of admin you want to promote them to. You can
promote them to group admin, account admin or both. Once you're done, click the Save Changes

button.
M EchoSign New!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad v

| You have an EchoSign Global account. Buy More Users.

Personal Preferences

User Info
Signature Preferences Blane Gort ) e
Email: hogarthskjeggestad+1@gmail.com
Account Sharing = Ieg8 @g
Job Title: Suppart
Users & Groups Company: Sign
View All Users Eosenorl el
Create New User Last Login: 03/25/1410:0829 AM
Buy More Users Status: ACTIVE | Deactivate User
View Groups
User Settings
Account Settings User Group: | Default Group ¥
@ an account ad stratol
Account Languages n L 2C DT ot
1 User iz 2 group administrator
Email Settings (7] ments
= sign documents
EchoSign API &

You can also set whether or not this user has the right to sign and send documents. This may be
ideal for departments or teams that should not be signing documents.
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See the section on Delegation for more information.

EchoSign

Document Exchange

Home Send

New!  Get Help

Manage Reports Account Hogarth Skjeggestad ~

Personal Preferences
Signature Preferences
Account Sharing

Users & Groups

View All Users
Create New User
Buy Mare Users

View Groups

Account Settings
Account Languages
Email Settings

EchoSign API

User Info
Name:
Email:

Job Title:
Company-
Password:
Last Login:

Status:

Garth Skjeggestad
hogarth skjeggestad+ @gmail.com
Support

EchoSign

03/25/14 10:0829 AM

User Settings
User Group: | Default Group |

User is an account administrator

User is 2 group administratar

User can send documents

B Usercan sign documents

Save Changes
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Groups

Groups allow you to set specific settings for the users inside that group. This means, for example, your sales
team can use EchoSign differently than your accounting department.

How to Create a Group
First go to the Account page and click on Users & Groups and then View Groups.

g EchoSign
o s MNew!  Get Hels
Document Exchange o e

Home Send Manage Reports Hogarth Skjeggestad «
‘ /ﬂﬁv@an EcheSign Global account. Buy Maore Users .

Personal Preferences

Groups in Your Organization

Signature Prg#€rences

Mame # Users Admin(s) Lest Modification
AccounjfSharing Default Group 4 hogarth skjeggestad@gmail.com Sep 172013
Users & Groups Tt =

ViewfAll Users P

Creatt New User i 3

Buyfjore Users

New Group 0 Apra82014
View Groups

Add 2 New Group

Account Settings

Enter a name for your group and click the Create button.

EchoSign New!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~

‘ ‘You have an EchoSign Global account. Buy More Users .

Personal Preferences
Groups in Your Organization

Signature Preferences

Hame #Users Admin(s) Last Modification
Account Sharing Default Group 4 hogarth skjeggestad@gmailcom Sep 172013
Users & Groups et o

View All Users T -
Create New User New Test 3
Buy More Users
MNew Group o
b View Groups
Add 2 New Group
Account Settings
Group Name: [Newest Group| Create
Account Languages

You will be taken to the summary page for the group. A confirmation message will be at the top of
the page. Here you can adjust the group specific settings, create users in this group or start
assigning existing users to this group.
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Al EchoSign

Document Exchange
‘hdobe

Home Send Manage Reports Account

Mew!  Get Help

Hogarth Skjeggestad ~

Personal Preferences
Group Details
B IS Group Name: | Newest Group
Account Sharing Settings
Click here fo update settings for the group.
Users & Groups Users
View All Users Create a new user
rents New loss Assign Users to this Group
Buy More Users

View Groups.

How to Add Users to a Group

If you're not already on the group's page, go to the Account page and click on Users & Groups,

View Groups and click on the name of the group you want to add users to.

Al EchoSign

Document Exchange
Adobe

Home Send Manage Reports

New!  GetHelp

Hogarth Skjeggestad ~

Personal Preference

Groups in Your Orgonization

Signature Byfterences

Name # Users Admin(s)
Accounft Sharing. Default Group 4 hogarthskjeggestad@gmail.com
Users & Groups ek .
View All Users Testol 7
Creafe New User New Test 0
BuyJyiore Users
s New Group 0
View Groups
N e [
Account Settin,
= Add a New Group

Account Languages Group Nzame:

Last Modification

Sep 172013

Sep 232013
Feb 032014
Mar 04 2014
Apr282014

Apr282014

On the group's page, click the Assign Users to this Group link.
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EchoSign New!  GetHelp
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad «

| ‘You have an EcheSign Global account. Buy More Users .

Personal Preferences

Group Details
Signature Preferences T [T
Settings

Account Sharing
Click here to update settings for the group.
Users & Groups

Users
View All Users eate A pew oo
Create New User
Buy More Users

View Groups

On the user list page, first uncheck the Show Only Active Users option. This will ensure you can
see all of the users in your account. Then check Assign for the users you want to add and click the
Assign Users button.

EchoSign New!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad v

‘ ‘You have an EchoSign Global account. Buy Mare Users

Personal Preferences
Assign Users to Newest Group

Signature Preferences
alelelolelelel=lililclLimInlalz|alr]s|Tlulv]

Email Group Status Last Login

Account Sharing

Users & Groups

hogarth skjeggestad+1@gmail.com Default | ACTIVE Mar 25 2014
View All Users Group
Creste New User hogarthskjeggestad+2@gmailcom Default CREATED
Buy More Users Group
View Groups hskjeggestad@gmailcom Default | ACTIVE Apr282014
{Account Admin) Group
Account Settings et
Admin)

hogarthskjeggestad+new@gmailcom | Default | CREATED
Group

Account Languages @
Email Settings

EchoSign API

You will then return to the group page and a confirmation page will show the users have been
added. These users will also now be listed in the group’s user list.
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@ EchoSign. Mew!  Get Hel
.',',‘,,‘, Document Exchange e g

Home Send Manage Reports Account Hogarth Skjeggestad ~

Personal Preferences

Group Details
Lol Group Name: | Newest Group ‘
Account Sharing Settines
Click here to updats settings for the group.
Users & Groups Uiers
Wiew All Users Create a new user

Creni Dl Ler Assign Users to this Group

Buy More Users Relest Coupllek |Search user name and emailaddres|
View Groups =] Show only active users
Fitter by Name: alslclole|rlelk]ifi]eleIm]|n]alr|alr]s|T]u|v|w]x|¥|z n

Account Settings — — — m—

Group Settings

Specific settings at the group level make it so each group can have different settings enabled or
disabled, depending on their needs.

To get to the settings for a group, got to the Account page, then click on Users & Groups, View
Groups and the name of the group.

@ EchoSign Mew!  Get Hel

Home Send Manage Reports Hogarth Skjeggestad +

Personal Preferences
Groups in Your Organization

Signature Prefefences

Hame # Users Admin(s) Last Modification
Accountbharing Default Group 3 hogarth skjeggestad @gmail com Sep 172013
Users & Groups et 0 Sep 232073
View il Users Testol o Feb 022014
Creatg New User New Test 0 Mar 04 2014
Buy Ypre Users
New Group ] Apraga0i4
1 Aprag2014
Account Settin,
Le Add a New Group
Account Languages Group Name:
Email Settings
EchoSign API
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Click on the Click here link to get to the settings page.

@l EchoSign Mew!  Get Hel
Document Exchange e ey

Home Send Manage Reports Account Hogarth Skjeggestad ~

‘ ‘You have an EchoSign Global account. Buy More Users.

Personal Preferences
Group Details

Signature Preferences o Mairie: | Newest Group
Account Sharing Settings
[Gigcrerefe update settings for the group
Users & Groups e,
View All Users Create a new user

e Assign Users to this Group

Buy More Users blewestGroplise= [Search user name and emil addres| m

¥ Show only active users

View Groups
e zy hams alslelplelelel=lilile|cimlnlalealr]s|T]u|v|w|x]|v]z [

Account Settings

Mame Email Status Last Login

Account Languages
Email Settings

EchoSign API

The following settings can be adjusted per group.

Require signers to provide their job title when eSigning

Signers of all documents sent by the users in this group, will be required to enter their job

title. This means all documents will require a Title field.

Require signers to provide their company name with eSigning

Signers of all documents sent by the users in this group, will be required to enter their

company name. This means all documents will require a Company field.

Allow signer to return a written signature by fax instead of eSigning

This option allows signers to use the fax back option for their agreement.

Attach a CSV with form data to the sender’s signed agreement emails
This setting will attach a CSV file with all of the form data for the signed document.

[l Require signers to provide their job title when e-zigning

[l Require signers to provide their company name when e-=igning
[l Allow signers to return a written signature by fax instead of e-zigning

| Attach a TSV with form data to the sender’s signed agreement emails
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Certify copy of the documents for
This feature certifies all PDF documents delivered or downloaded with an Adobe CDS
Certificate. A visible indicator on the PDF will show the document has not been tampered

or altered.

Certify copy of the documents for
All recipients
nternal recipients
External recipients

* Noaone

Attach a PDF copy of the signed document in email sent to
This option allows you to control who will receive a copy of the completed document in
the “Signed and Filed" email.

Attach a PDF copy of the signed document in emails sent to
® All recipients
nternal recipients

BExternal recipients

Mo one

Apply the eSignature stamp to (the bottom) of...
This forces an eSignature stamp on the specified pages. Please note the stamp will cause
the document to be scaled down in order to fit the stamp.

Apply the e-signature stamp to (the bottom) of...

®) |ast page only

Bvery page

Attach audit report to completed documents
This option sets whether an audit report is attached to the signed document. This is
attached to the end of the document as the last page.
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Attach audit report to completed documents

Merge multiple documents into one document after signing

When sending multiple documents, enabling this setting will merge the documents
together. Disabling this will keep them separate, discreet documents.

Merge multiple documents into one document after signing
®) Merge documents

() Keep documents separated

Send an extra copy of every signed agreement to these email addresses

The email address you enter into this field will be automatically sent a copy of the "Signed
and Field” email, for every transaction sent from a user in this group.

Send an extra copy of every signed agreement to these email addresses

(Enter one or more email addresses, separated by commas)

Twitter Integration

This setting allows or denies users in this group, the ability to integrate with Twitter.

Twitter Integration
(¥ Allow uzsers to send updates to their Twitter account

(No confidential information is disclosed in Tweets - Click here fo see samples.}

Delegation for users in my account

This allows you to control users’ ability to delegate or pass on their signing to someone
else.
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Delegation for users in my account
Can users in my account delegate their signature?
® Yes, can delegate to anyone

() Yes, but only to other users in my account

) Mo, delegation is not allowed

Delegation for users outside my account
Similar to the previous setting, this allows or denies signers outside of your account to
delegate or pass on their ability to sign.

Delegation for users outside my account

¥ Allow external signers to delegate their signature

Authority to Sign

This is a mass setting that affects all users in this group. This option either allows or denies
signing authority for all users in this group. Each users'’ signing authority can then be
adjusted on an individual level.

Authority to Sign
Which users in my account are authorized fo sign?
® By default anyone can sign, but select users can be blocked from signing

() By default no one can sign, but select users can be allowed to sign

Set a time zone to use for agreements created by users in this account

This sets the time zone for documents sent from users in this account.

Set a time zone to use for agreements created by users in this account

(GMT-08:00) Pacific Time (US & Canada) v
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Agreement Settings

Settings can be changed to affect the default options used when a user sends an agreement. These are used
to control how your users use EchoSign. This chapter will be broken into sections related to their effect on a
transaction.

All of these settings can be found by going to the Account page, then click on Account Settings and Send
Settings.

Depending on your situation, you may only want users to send specific documents. This can be done by
limiting the methods available for attaching documents.

Unchecking this option removes the Upload button and drag and drop file section from
the Send page.

Unchecking this option removes the Document Library link on the Send page.
Unchecking this option removes the I1-9, W-4 and W-9 documents provided by EchoSign.
Unchecking this option removes the Google Drive link on the Send page.

Unchecking this option removes the Dropbox link from the More option, on the Send
page.

Unchecking this option removes the Box.com link from the More option, on the Send
page.

Unchecking this option removes the Evernote link from the More option, on the Send
page.
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Attaching Documents

[ Allow senders to attach documnents from their computers

[ Allow senders to attach documents from their document library
¥ Include documents from the EchoSign shared library

¥ Allow senders to attach docurnents from Google Drive (See more Google Drive settings)

[ Allow senders to attach docurnents from Dropbaox

zenders to attach documents from Boxcom

zenders to attach documents from Bvernote

Setting message templates
Enabling Message Templates for your account, allows the user to choose one of the email messages,
predefined by you. This can ensure the correct message and information gets to your signers.
Message Templates
Message Template Settings

Check the option to enable Message Templates.

EchoSign Mew!  Get Help
Document Exchange

Home Send Manage Reports |Account Hogarth Skjeggestad ~

| /‘RA@ an EchaSign Global account Buy More Users

Personal Preferences
Message Templates

Signature Prefere) Create and manage message templates that senders can choose from on the Send page

Account Sfaring 4 [ Enable message templates

Users & Groups

Account Settings

Global fettings
Accounf Setup
Logo Uflosd

Report pettings

Securit Settings

Send S

Message Templates

Signer Messaging
SAML Settings

Either allow or deny users the ability to change the message content and click Create a
new template.
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EchoSign New!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~

You have an EchoSign Global account. Buy More Users.

Personal Preferences

Message Templates
Signature Preferences Create 2nd manzags message templates that senders can chooss from on the Send pags.
Account Sharing o] templ

I\Q] / it e content on the Send ngel

Users & Groups
Manage femplates in:| English: US v
TR

s ]

Account Setup

The Template name will be the name visible to your users, when they choose a template
to use. The Template message will be the message that shows in the email to the signers.

Once you're done, click the Save Changes button.

EchoSign Mew!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~

‘ You have an EchoSign Global account. Buy More Users

Personal Preferences
Message Templates

Signature Preferences Creste 2nd manags messags templates that senders can chooss from on the Send pags

Account Sharing WE
# Allo
Users & Groups
Manage templates in:| English: US v
Account Settings
Template name: (default template)
Global Setti Delet:
ons — ITest Template I =

Account Setup

Logo Upload Template message:

Report Settings Please sign this agreement using EchoSign!

Security Settings

Send Settings

» Message Templates Create a new| template
Signer Messaging
==
SAML Settings

Setting default reminders
Reminders are emails sent to the signers of documents. After a specified amount of time, a reminder email
is sent to the signer, letting them know the agreement is still waiting for them. These can be set by default

for all agreements sent from users in your account.
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Reminders

Set a default reminder for agreements created by users in this account
Check the option to set a default reminder.

Reminders

[] et a default reminder for agreements created by users in this account

Choose the frequency in which you would like the reminder email sent.

Reminders

[#] Set a default reminder for agreements created by users in this account

Send a reminder every until completed
Da
Note [Veek |

The note entered will show in the reminder email sent to the signers. Once you're done,
make sure you click the Save Changes button.

Reminders

[#] Set 2 default reminder for agreements created by users in this account
Send a reminder every| Day ¥ | until completed

Note:

Just a friendly reminder, this agreement is still waiting for your signature

Please note, users will still be able to set a reminder on the Send page. This will effectively
double-up the reminder for the agreement and the signers will receive two reminder emails.
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Setting a default document expiration

In certain cases you may want to expire or cancel documents that aren't signed after a certain number of
days. This can be set at the account level and this expiration will be set for all agreements sent from users in
your account. Once an agreement has expired, it cannot be restarted or retrieved and will show up under
the Canceled/Declined section of the Manage page.

Document Expiration
Enable document expiration

Check the option to enable document expiration.

Document Expiration

Enable docurnent expiration

This will reveal the options you can set for document expiration.

Allow sender to set or modify expiration settings per document

This opens the expiration option on the Send page, to all users in the account. Additionally,
they can then adjust the default expiration set.

Allow modification of expiration settings after document is sent

Checking this option will allow users to adjust, extend or remove an expiration for an
agreement after it has been sent.

Limit number of days signers will have to sign documents to:
This sets the number of days until the document expires.

Include internal signers when applying document expiration deadlines

If users in your account will be signing or counter-signing agreements, this option will
make the expiration apply to them as well as external signers.

Include expiration information in email sent to signers
This adds the expiration date of the transaction in the email sent to the signers.

Document Expiration

#| Enable docurnent expiration

igners will hawve t

neclude internal signers when applyin

expiration information in erna
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Library Documents/Templates

If you and your users plan on sending out agreements that are the same document, uploading these
documents as templates is ideal. Templates are reusable objects that any user can send, depending on who
the template is shared to.

As a best practice, one user should upload and maintain these templates. By creating this document admin,
there is no confusion as to what document to send, and the versions of these documents are better
controlled.

We suggest using a distribution list or group email as the user. This allows you to control who has access to
this user and related documents, internally. If one of your members leaves the organization, another person
can easily be added to the distribution list and gain access to doc admin.

Library Templates

Creating a Reusable Document
A reusable document is just that, a document your users can send over and over. This is especially

helpful if you have identical documents that go out to each of your signers.

From the Home page, click on the Add Template to Library link under Additional Functions.

EchoSign

'
Document Exchange New!  Get Help

Send Manage Reports Account Hogarth Skjeggestad ~
He ogarth What would you like to do?

Get abignature Account Activity for This Month # < Waiting For Me A

Get a DoRument Signed

Get 2 signdture in seconds -
View Reports

Send from Wprary

i P Recent Fvents RO

Latest Alerts FRAoC

= Simple Test Doc was viewed by Thurmend
0 = Stendahl (Today at 9:17am)
Additional Fpnctions

Simple Test Doc was viewed by Thurmond
Stendahl (Today at §17am)

Add Template to Library
Store frequently-used templates

You cancelled Simple Test Doc (Today at
8:11am)

Create Widget

Embed a signable document
Only | Sign

Sign anything you've been sent
Archive a Document

Upload or fax inte your account
Mega Sign

Send to many people at once

= You cancelled Test Library Document
(Today at 8:11am)

= You cancelled Test Library Decument
(Today st 8:11am)

More.

Enter a name for your template. This can be changed at a later time if necessary.
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EchoSign

Mew!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~

Create a Library Template

Upload any document you send often, add form fields and signature locations and share it with users
inyour account. Learn more sbout adding fields to documents.

Template Name: |Test Library Document

Template Options

+| Create as reusable document

Create as reusable form field layer

Grant Permissions.

@® Onlytome

© Any user in my group

) Any user in my organization

Preview or Add Fields

Click on the Choose File button and pick a document from your local system.

Al EchoSign

Document Exchange

New! Get Help

‘Adobe
Home Send Manage Reports Account Hogarth Skjeggestad +

Create a Library Template

.,
Upload any document you send often, add form @ Open — =5
in your account. Learn more about adding fields)
(B ) [ i » TestDoc [ 42 ][ Search Test Doc o
Template Mame: Test Library Document Organize v MNew folder g= - Eﬂ @
s I Favoites Name Date modified Type
. ] Desktop Blank Test Doc - Multi 1/27/2014 317 PM Microsofi
4 Downloads Blank Test Doc 1/27/2014 3:16 PM Microsof

Template Options

‘£ Recent Places ] Blank Test Doc 3/10/2014 356 PM Adobe A
¥ Ereate aspetsolite docurm @ Creative Cloud Fi ) Blank Test Doc-signed 3/10/2014 401 PM  Adobe A

Create as reusable form field lay2 SampleCSY 3/11/201411:09 AM ~ Mlicrosofi

L Simple Test Doc l—-—\ 1/21/201410:53 AM  Microsof{
Grant Permissions % Documents Test Doc 1/27/2004 251 M Microsof]
® Only to me J‘ Music
© Any userin my group [ Pictures
() Any user in my organization B Videos

~ 4 I} 3
File name:  Simple Test Doc -
’ ‘ Copyright © 2014 Adobe Systems Incorporated. All rights resenved. 1 English T i ‘

Adobe 'deas | Twitter | Blog | Tips | Terms of Use | Privacy Policy and Cookies | Consumer Disclosure | Contact Us | Support | Trust | Pricing | EchoApps

Then check the Create as reusable document option and choose who you want to share the

document to. Setting the permissions to Any user in my group will only share the document to the
group you're in.
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If you're creating the document with the doc admin, make sure to move them into the group you
want to have the document available for. Once the documents have been created you can move
the user to another group and the documents will stay shared with the initial group.

When you're done setting up the initial information, click the Preview or Add Fields button.

EchoSign New! Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~

Create a Library Template
Upload any dacument you send often, add form fields and signature locations and share it with users
in your account. Learn more about adding fields to documents.

Template Name: | Test Library Document

Document: Simple Test Docdoox

Template Options

«| Create as reusable document I

Creste as¢ﬁahle farm field Layer

Grant Permissions
® Onlytome
) Any user in my group
D Any user in my organization

Preview or Add Fields

You will be taken to the drag and drop authoring environment. Here you will place fields for the
intended signers and participants and adjust properties for each field.

. EchoSign i
A Document Exchange New!  Get Help
‘Adube
Home Send Manage Reports Account Hogarth Skjeggestad ~
Template Name: :TESl Library Document - | = 4 Show Properties Reset Fields Save
::;’ﬁ p | Select Participant Signaturs Fields || Signer Info Fields || Dsta Fields || More Fislds | Stamps
& Participant © | [mte | [company ] [signer Name | [Email | [pate |
M7
Test Document
Name:[Full Name <]
Email: Email #
Signature: [Sigratfre ]
| I |
Date

Once you've placed all of your fields, click the Save button.
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EchoSign Mew!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~
Template Name: [Test Library Document Show Properties Reset Fields Save
Ely Participant Signature Fields | Signer Info Fields || Data Fields || More Fields || Stamps
o

o

»

- |mle HCcmpany ||5\gr‘.er Name HEmauL Date
-

Test Document
Name: [Full Name. 4]

Email: |[Email i

Signature: |S\gnaturﬁ |
L

This template will now show up under the Library Templates section of the Manage page, for all
users you shared it to. Only the user that created the library template can edit it, as you can see by
the first template listed in the image below.

This template was created by another user and shared to the entire account. | can send the
agreement as often as I'd like, but the creator is the only one that has rights to edit it.

Please note, when a user sends a library template, they will have the opportunity to move or alter
fields if they have the “Preview, position signatures or add form fields” option checked on the Send
page.

Name Company Document Title Date
v Waiting For Me to Sign (0)
> Out for Signature (2)
> Signed (4)
v Archived (0) Upload Agreements

v Library Templates (5)

Documnent Template  send | edit Test Library Document 04/28/14
Document Template send Other Users Test Template

Documnent Template  send | edit Test Library Document 03/04/14
Form Field Template  edit Test Form Field Layer 01/22/14
Documnent Template  send | edit Test Library Document 01/22/14

Copyright ©2014 Adobe Systems Incorporated. All Rights Reserved.



Creating a Reusable Form Field Layer
Form Field Layers are overlays of fields you can apply to any document you send. For example, one

of your documents is revised and the content has changed, but the field placement has not. Using a

Form Field Layer, you can place all of those fields on the new document without having to place

them individually.

To create a Form Field Layer, click on the Add Template to Library link under the Additional

Functions on the Home page.

Send Manage Reports Account

EchoSign
Document Exchange

Hello, Hogarth What would you like to do?

Get a ignature
Get a Dodyment Signed
Get a signdure in seconds

Send from Likrary

Add Template to Library
Store frequently-used templates

Create Widget

Embed a signable document
Only I5ign

Sign anything you've been sent
Archive a Document

Upload er fax inte your account

Mega Sign
Send to many people at once

Account Activ

View Reports....

Latest Alerts

New!  Get Help

Hogarth Skjeggestad ~

earch documents, recipi
/ity for This Month & < Waiting For Me B
Recent Events A O

A0
= Simple Test Doc was viewed by Thurmond
Stendahl (Today at 9:17am)

= Simple Test Doc was viewed by Thurmond
Stendahl (Today at 9:17am)

You cancelled Simple Test Doc (Today at
8:1am)

You cancelled Test Library Document
(Today at 8:11am)

= You cancelled Test Library Document
(Today at 8:11am)

More.

Enter the name for your Form Field Layer. You can change this in the future if needed.
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g EchoSign Mew!  Get Hel
Document Exchange e N

Home Send Manage Reports Account Hogarth Skjeggestad v

Create a Library Template
Upload any document you send often, add form fields and signature locations and share it with users
in your account. Learn more about adding fields to documents.

Template Name: [Test Farm Field Layer

poomet osileise

Template Options

+| Create as reusable document

Create as reusable form field layer

Grant Permissions
@® Onlyto me
D Any user in my group
© Any user in my organization

Preview or Add Fields

Click the Choose File button and pick a document from your local system. The content of the
document you choose will not be included in the Form Field Layer. This is just to show where the
fields should go.

EchoSign New!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~

Create a Library Template

r 2
Upload any document you send often, add form | @ Open - =50
in your account. Learn more about adding fields
(@®! [+ TestDoc = |42 || search Test Doc o
Template Name: | Test Form Field Layer Organize New folder =~ 0 @
D X Favorites Name Date medified Type
B Desktop Blank Test Doc - Multi 1/27/2014 317 PM Microsof{
. Downloads ME Blank Test Doc 1/27/2014 216 PM Microsof|
Template Options .‘
| Recent Places T Blank Test Doc 3/10/2014 3:56 PM  Adobe Ac
4] Creste asyeussble documicy @ Creative Cloud Fi X Blank Test Doc-signed 3/10/2014 401 PM Adobe A
Create a5 reusable form field layer L 5] SampleCSV 3/11/2014 11:09 AM  Microsof{
arte 0= Simple Test Doc e 1/21/2014 10:53 AM  Microsof{
Grant Permissions [Z Documents Test Doc 1/27/2014 251 PM  Microsof|
® Onlyto me &' Music
) Any userin my group = Pictures
(2 Any userin my organization i Videos
~ 4 [ 1 ] 3
File name: Simple Test Doc v |Allfilg B
o T

| English: US M

" [ Copyright @ 2014 Adobe Systems Incorporated. All rights reserved.

Adobe !deas | Twitter | Blog | Tips | Terms of Use | Privacy Policy and Cookies | Consumer Disclosure | Contact Us | Support | Trust | Pricing | EchoApps

Check the Create as reusable form field layer option and choose who you want to share the layer
to. Setting the permissions to Any user in my group will only share the layer to the group you're in.
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If you're creating the layer with the doc admin, make sure to move them into the group you want

to have the layer available for. Once the layers have been created you can move the user to

another group and the layers will stay shared with the initial group.

When you're done setting up the initial information, click the Preview or Add Fields button.

> EchoSign MNew! Get Hell
Document Exchange - :

Home Send Manage Reports Account Hogarth Skjeggestad

Create a Library Template

Upload any decument you send often, add form fields and signature locations and share it with users
in yeur account. Learn more about adding fields to documents.

Template Name: | Test Form Field Layer

Document: Simple Test Docdocx

Template Options
Create as reusable document

[ 7] creste a= reusable form fisld tayer €3]

¥

Grant Permissions

® Only to me
Any user in my group

) Any user in my organization

Preview or Add Fields

You will be taken to the drag and drop authoring environment. Here you will place fields for the

intended signers and participants and adjust properties for each field.

3 EchoSign 5. I
Document Exchange lew! elp

Home Send Manage Reports Account Hogarth Skjeggestad ~
Template Name fTest Form Field Layer | - e — Show Properties  Reset Fields Save
:Z".ﬁ p  Select Participant Signature Fields || Signer Info Fields | Data Fields | More Fields || Stamps

- ‘Tlﬁe H[umparw HSlgnEr Name ||Ema|l ||Da|e |

Test Document
Name: [Ful Name 7 4|

Email: Email £

Signature: |5\gna‘1re |
L

iy

Copyright ©2014 Adobe Systems Incorporated. All Rights Reserved.



Al

Adube

Once you've placed all of your fields, click the Save button.

1 EchoSign
New!  Get Hel
[AN  ocument Exchange %
hdube

Home Send Manage Reports Account Hogarth Skjeggestad ~

Template Name: |Test Form Field Layer

E’\.F » | Select Participant Signature Fields | Signer Info Fislds || Data Fields | More Fields | Stamps
%: Participant v || [mite | [Company ] [signer Name | [Email Date
Mo T

Test Document
Name: [Full Name #]

Email: | Email 2

Signature: |S\gnaturs |
L

This layer will now show up under the Library Templates section of the Manage page, for all users
you shared it to. Only the user that created the layer can edit it.

Please note, when a user sends a Form Field Layer, they will have the opportunity to move or alter
fields if they have the “Preview, position signatures or add form fields” option checked on the Send

page.

Changing Permissions
If you need to change the permissions on either a document or layer template, you can do so at

any time. Changing the permissions for both documents and layers is the same process.

On the Manage page, click on the edit link for the template you want to change permissions for.
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EchoSign

Document Exchange

Home Send |Manage| Reports  Account

New!

Get Help

Hogarth Skjeggestad «

Filter by Name or Company v | | Filter by Document Status

v | [ Fitter by Document Owmer

|
¥ | | Search documents, recipients & notes

v Waiting For Me to Sign (0)
> Out for Signature (2)

> Signed (4)

~ Archived (0) Upload Agreements

v Library Templates (&)

Form Field Template  edit Test Form Field Layer 04/23/14
Document Template  send @ Test Library Document 04/28/14
Document Template send Other Users Test Template 03/25M14

Document Template  send | edit Test Library Decument 03/04/14
Form Field Template  edit Test Form Field Layer 01/22/14
Document Template  send | edit Test Library Document 01/22/14

Click on the Show Properties link at the top of the page.

EchoSign

Document Exchange

maprint @ Enlerge 8§ POF @ Cancel
Simple Test Doc

From: Hogarth Skjeggestad (EchoSign)

To: Thurmend Stendahl (Thurmend Stendahl)
Date: 04/28/2014 9716 AM

Status: Out for E-signature

Q

i iii

New!

IETN

aleys

o
o
El
3
a

Get Help

Hogarth Skjeggestad «

Home Send Manage Reports Account
Template Name: [Test Library Document s | Reset Fieles
Signature Fields || Signer Info Fields || Data Fields || More Fields || Stamps
R | [inias__] [ = Signature Block |
Test Document

Name: [Full Name 4]
Email: [Email #
Signature: |5|gnatune |

L |
Date’ [Date P

This will reveal the permissions options for the template. Change the permission to the desired

level and click the Save button.
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EchoSign

Mew!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad w

Template Name: (Test Library Document — e j— Hide Properties

Set permission to send this document for signature:

O Onlytome © Anyuserin my group @ Any userin my organization

E"’ﬁ p  SelsctParticipant Signature Fiel Signer [nfo Fields | Dats Fields | More Fields | Stamps
x Fatic v | [Sgate | [t ] [= Signature Block
-
4
Test Document
Name: [Full Name <]
Email: Email ]
Signature: ISignature |
| |
Date: |Date 71
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Reports

The report feature lets you check on how your account is using EchoSign. Build your own reports and gain
complete visibility into your document signing process, while seeing how individual groups or users are
doing.

Creating a new report
To create a new report, go to the Report page and click on the Create a new report link.

m ‘Iuw: n : New!  Get Help

Home Send Manage

Account Hogarth Skjeggestad «

B3 Account Activity for This Month @ Last run on: Apr 28 2014, 08:07 PDT

K Test save Last run on: Mar 28 2014, 10:30 PDT

This will take you to the report parameters page, where you set what data your report will include.

Report Parameters
When setting up a report, multiple parameters can be set to cater the results to the information

you're looking for. The below options are the various parameters.

Interval

The interval is the time frame you want the report to encompass. This can be one of the
four predetermined time frames (this week, last week, this month, last month) or enter a
custom date range.

Interval This Week Last Week This Maonth Last Month ® Date Range

_—
From ” ‘ to
? April, 2014 *

Sun Mon Tue Wed Thu Fri Sat
1 2 3 o
o 8 L S I D
14 15 16 17 18
SR I gy

3 2

Select date

Users & Groups

This parameter lets you run the report on specific users or groups. One or more can be
chosen for either, or you can run the report against all users in the account.
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Users & Groups 2 All Users @ Filter by User () Filter by Group

Hogarth Skjeggestad (hogarth skjeggestad@ ~ Garth Skjeggestad (hogarth skjeggestad+1@g
hogarth skjeggestad+2@gmail com
hogarth skjeggestad +new@gmailcom T n

Documents

Specific documents can be chosen to include in the report with this option. The documents
listed in this field are the library documents used throughout the account. Individual, one-
off documents will not be listed here.

Documents ) All Documents '® Filter by document
I-8 (Employment Eligibility Verification) - Test Library Document -
Other Users Test Template
Test Library Document e n

Test Library Document

W-4 (IRS Employee Withholding Allowance]

W-9 (Request for Taxpayer |dentification Nu

Document Name
This parameter is used to include documents that have titles of the provided string. You
can choose to include or not include the string entered.

Document Name contains v |

contains

does not contain

Mega Sign

Checking this option will include Mega Sign agreements in the resulting report.

Megasign [#] Include MegaSign Agreements
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Performance Goals
This is where you can set your own performance goals. This will affect the gauges that are
displayed on the report.

Performance Goals Set your performance goals by specfying thresholds for gauge colors:
%6 Completed: Green: > |50 _. % Yellow: » (25 _' %
Time to Complete: Green: < |60 | Min. Yellow: < :_90 | Min.

Benchmark

By default, the benchmark parameter is disabled for reports. Click the report settings link
to enable it.

Benchmarking provides an expanded method for keeping track of agreement progress and
signing rates. More information can be found here:
https://www.echosign.adobe.com/en/how-it-works/features-benefits/analytics-

features.html

Benchmark Benchmarking is not enabled for your account. You can opt-in and enable it on the report settings page. '

Graph Agreements By
Each checked option will provide a different type of graph on the report.

Graph Agreements By |#| Date [##] Sender [#] Group [ Form [ Signature Type

Et Cetera

The parameters in this section are for altering the graphics on the resulting report.
Changing these from the defaults can speed up the report process.

Et Cetera Animation: '"® Yes ') No Color Shading: '® Yes ') No Bar Charts: '®' 3D 2D

Report results
Once you click the Run Report button, the report will be generated based on your parameters.

There are multiple actions you can take with your report.
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Update Report with Current Data

Clicking this link is similar to refreshing the page. The new report will include recent
transactions and activity.

EchoSign New!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad «
Last run on: Apr 28 2014, 09:38 PDT JUpdate report with current data
ﬁ Save Report [ Share Report m Schedule Report n Export Report Dats ¥ Printer-Friendly Report

Date Range: Mar 012014 - Mar 312014 (last month)
Users: Garth Skjeggestad (hogarth skjeggestad+1@gmailcom)
Documents: Test Library Document

Edit Settings

Save Report

Saving the report allows you to run this report again in the future.

EchoSign New!  Get Help
Document Exchange

Home Send Manage Reports Account Hogarth Skjeggestad ~

Last run on: Apr 28 2014, 09:38 PDT Update report with current data

ﬁ Save Report | [ Share Report ﬂ Schedule Report n Export Report Data ¥ Printer-Friendly Report

Date Range: Mar 012014 - Mar 31 2074 (last month)
Users: Garth Skjeggestad (hogarthskjeggestad+1@gmailcom)
Documents: Test Library Document

Edit Settings

Share Report

Sharing allows you to send the report results to someone else. You just need to enter their
email address and a message.
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Home Send Manage Reports Account Hogarth Skjeggestad ~

Last run on: Apr 28 2014, 09:38 PDT Update report with current data

ﬁ Save Report | [ Share Report ﬁ Schedule Report n Export Report Data ¥ Printer-Friendly Report

Dete Range: Mar 012014 — Mar 31 2014 (last month)
Users: Garth Skjeggestad (hogarth skjeggestad+1@gmail.com)
Documents: Test Library Document

Edit Settings

Schedule Report

Setting a schedule for this report will run it with the same parameters at the frequency you

define.
ﬂ EchoSign Mew!  Get Help
Document Exchange
Home Send Manage Reports Account Hogarth Skjeggestad ~

Last run on: Apr 28 2014, 09:38 PDT Update report with current data

ﬁ Save Report [ Share Report ﬁ Schedule Report n Export Report Data  #8 Printer-Friendly Report

Date Rangs: Mar 012014 — Mar 31 2014 (last month}
Users: Garth Skjeggestad (hogarth skjeggestad +1@gmail.com)
Docurnents: Test Library Document

Edit Settings

Export Report Data

Clicking this link will prompt you to open or save a .CSV file. CSV files can be opened in
Excel and all transaction information for the agreements in the report, will categorized in
the various columns.
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Home Send Manage Reports Account Hogarth Skjeggestad

Last run on: Apr28 2014, 09:38 PDT Update report with current data

E Save Report [ Share Report ﬁ Schedule Report Export Report Dats | ¥ Printer-Friendly Report

Date Range: Mar 012014 - Mar 312014 (last menth)
Users: Garth Skjeggestad (hogarth skjeggestad +@gmailcom)
Documents: Test Library Document

Edit Settings

Printer-Friendly Version

Clicking this link will open a printer-friendly version of the report.

EchoSign Mew!  Get Help
Document Exchange
Home Send Manage Reports Account Hogarth Skjeggestad

Last run on: Apr 28 2014, 09:38 PDT Update report with current data

ﬁ Save Report [ Share Report ﬁ Schedule Report n Export Report Data

Date Range: Mar 012014 - Mar 31 2014 (last month)
Users: Garth Skjeggestad (hogarthskjeggestad+i@gmailcom)
Docurments: Test Library Document

Edit Settings
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